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| No. Description Retention
1 PAYROLL REPORTS
regular and contractual employee payroll retain for 3 years or
report of wages, accounts charged, sources until audited, then
of wages, (i.e. shift, OT) destroy
2 INTERIM PAYROLL REPORTS
biweekly-to-date error reports, accounting screen weekly, retain for
feeds, test reports one year, then destroy
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LNSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
BOX 278 1 2
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE

(DGS 380-1)
‘ 1. DEFARTMENT /AGENCY

UNIVERSITY OF MARYLAND SYSTEM

2. DIVISION

UNIVERSITY OF BALTIMORE

3. UINIT
PERSONNEL

4. RECORD SERIES TITLE
. PAYROLIL REPORTS

. bEFlNl'rlcw-n:conn ml:s-“ GROUF OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND PISFOSITION PURFOSES

5. EARLIEST YEAR/LA

TEST YEAR
1987 1991

N 'RHE SERIES.

¢. RECORD SERIES DESCRIPTION ‘ulmv DESCRIBE THE TVYPES OF lunmneu/nocu-nn/m FOUND

This series contains reqgular and contractual employee payroll reports of wages,
accounts charged and sources of wages (i.e. shift, OT).
calender year-to-date and fiscal year-to-date payroll reports.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

It documents biweekly,

7. RECORD SERIES FORMAT(S)
O LETTER S1zE O MICROFILM

. .| O LEGAL SIZE 0O COMPUTER TAPE
’ ‘ O BouND BoOK O FLOPPY DISK
O AuD1O TAPE O VIDEO TAPE

X OTHER( SPECIFY)

computer printout

8. RECORD SERIES SEQUENCE ..
& ALPHAEBRT 1CAL
O MUMERICAL
X CHRONOLOG1CAL
O GEOGRAPHICAL
O OTHER(SPFECIFY)

O FILE DRAWER(S)
50.0 © MICROFILM REEL(S)
REEEE O COMPUTER TAPE(S)
"~ R omER(SPECIFY)
computer binder

10. ANNUAL ACCLMULAT ION
O FILK DRAWER(S)
O MICROFILM REEL(S)

ROSNEW O COMPUTER TAPE(S)
. cmputer. O omsp(sercipy) Dindey
! 1'- piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
: a palLy X wERQLY O MONTHLY m 0 MONTH{S) AX YEAR(S )

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

‘AC 1st Fl. Room 112 & CH Basement RM. 54

14. 1S RECORD SERIES DUPL ICATED ELSEWHERK?

t1r ves, seeciry seamncy on orrice)
0 vz 5 NO -

.-18. ACCESS RESTRICTIONS RYES O No
(17 ves, c1Tx Law({S) & nEauLATION(S)

Right to Privacy Act

16. AUDIT REQUIREMENTS

DO NONE X STATE D FEDERAL XK INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1F yES.mXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDIAR&/IO"IARI)

'n(YES“ g nNo

Indexed by pay-period and fiscal year.

18. RECOMMENDED RETENT ION

Retain for 3 years or until audited,
then destroy.

.9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Bus%negs
Douglas Prevosto, COSEdyRator (410) 625-3406 12/10/91

DGS 550-4 (REVISED 2/87)
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LISTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WiITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273

AGENCY RECORDS INVENTORY

UNIVERSITY MARYLAND SYSTEM

2 2
‘(oas $50-1) JESSUP, MARYLAND 20794 PAGE —_or
1. DEFARTMENT/AGENCY 2. pIVISION 3. UNIT
UNIVERSITY OF BALTIMORE PERSONNEL

4. RECORD SERIES TITLE
' INTERIM PAYROLL REPORTS

DEF INITION -RECORD SERIES-A "OUP OF RELATED RECORDS NORMALLY #I1LED
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURFOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1990 o 1991

reports.
employees.

| ¢. RECORD SERIKS DESCRIPTION (SRIEFLY DESCRIBK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

This series contains biweekly-to-date error reports, accounting feeds and test
It documents current payroll statistics for regular and contractual

INCLUDE THE PURFOSE OR FUNCTION OF THE umzq

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
O LEGAL SI1ZE U COMPUTER TAPE

' O pounD BoOK O FLOPPY DISK
O AUD10 TAPE D VIDEO TAPE
G OTHER( SPECIFY)

computer printouts

8. RECORD SERIES SEQUENCE
X ALPHAEET1CAL
O NUMERICAL
X CHRONOLOG I CAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
" B OTHER(SPECIFY)

camputer. binders

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
15.0 O MICROFILM REEL(S)
RUMEER C COMPUTER TAPE(S)

I 1%% e 1S UsED
O palLYy

& wEmay O MoNTHLY

12. FiLE BECOMES INACTIVE AFTER

m o MONTH($) QM(B,

omputer O omep(speciryy bindef

s

~

—
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

AC 1lst Floor Room 112

14. IS RECORD SERIKES DUPL ICATED ELSEWHERE?

tir ves, seeciry sexncy or orrick)
O vyxs £ NO

18. ACCESS RESTRICTIONS g YEs O no
(sr vyes, c17 LAW(S) & mEouULATION(S])

Right to Privacy Act

16. AUDIT REQUIREMENTS

PNONE O STATE O FEDERAL O INDEPENDENT

1S AN INDEX SYSTEM USED? (tr vus.mPLAIN
BRIEFLY AKD DESCRIBE ANY mnn:/lomm)

17.

B YES O NO
Indexed by pay period

18. RECOMMENDED RETENT ION

Screen weekly, retain for one year
then destroy.

‘a. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER
usiness
ystems
Douglas Prevosto, Coordinator (410) 625-3406

21. DATE

12/10/91

DGS $350-4 (REVISED 2/87)




